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701 CIA Carcer Council
SUBJECT: Tndividusl Career Plamning

Recommendations for the approval of the CIA Career Cowcil are _
contained in parsgraph 6, page 6.

1. FPROBLEM:

To establish an Agency-wide program of individual career planning
ot an orderly hasis.

2. ASSUMPTIONS:

a. 4 plan containing proposals for an individual's training and
assignments for theo foreseanble future serves as an inecentive
for the individual to do better work and to diréet his interests
to a long-term career in the Agency.

b. A plan, which is compatible with an individval's known ability
or his demcnsirable potentisl, if designed in terms of the needs
of the Agency, increases the individual's potential contribuiions
to the mission of CIA,

¢. Individual Caresr Plans, roviewed by appropriate officials and
made a matter of officisl record, assist Agency officisals in
neeting present and future persommel reguirements and serve as
a bagsis for estimating manpowsr potential for future intelligence
activities.

d. Supervisors and offlcials rsesponsible for the individual carser
planning function will apply sound principles of persomnsl mansge.-
ment. In the performance of their counseling function they will
emphasize thal carser progiression is dependent upon the initlative
reflected in an individual's performsmece and sslf-development.

e, JIndividuals and supsrvisors will recognize that continuity of
career interest and consistently satisfactory performance rather
than rotation from ares to arsa or funciion to function are basic
in career progression. Individual career planning doss not imply
that proposals for reassignment or formal training are inherent
or must be included in s plan.
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SUBJECT: Individual Career Planning

Co

FACTS:

Tach member of the CIA Career Staff is assured that attention
will be given to his personal progress. The Application for
Membership in the Career Staff of CIA states: “...that with
continuing satisfactory work performance and conduct on my
part, just and equitable attention will be accorded my personal
progress during my tenure in the Career Staff."

Eegulation No. -places responsibility vpon the Heads of
Career Services:

(1) To plan the utilization and development of members of their
Service, including their training, assigement, rotation,
and advancement; and

(2) To plan the rotation and reassignment of members of their
Service 30 as to enatle the Caresr Service to meet long-
range personnel requirements through orderly proceases.

Some Career Services have made great strides in establishing
programs calling for written plans for the assigmment, training.
and development of individuals under their Jurisdiction but on
the whole individual caresr planning is currently in its initisl
stage. Approximately ndividual Career Plans using different
procedures, formats, an anning criteria have been reported.
However, there is no accurate way to determine to what extent
career planning has been effected or for what percent of the
enployees no plans of any kind have been made.

DISCUSSION:

Capeer plaming in the Agency is at present carried out, for the
most part, in an informal mammer. Plans for groups or certain
categories of personnel are made, sometimes with - and many times
without - the respective individuzls in these groups partlcipating
on a witting basis. Long-range planning is confined, to a great
extent, to a fow spascialists in the several functional fields. In
gensral, individnal career planning 1s congidered the responsibility
of the immediate supervisor, who may or may not have perspective or
interest in the long-range development of individuals, .

An Agency policy which provides uniformity in individual career
plamning requirements is desirable in order: to furnish guidance

¥o the Heads of Career Services for the performance of their
career planning function. R o
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Individual Career Flanmning

The Heads of Career Services have submitted reports on their
policies and accomplishments in regard to career planning.
These reports include cowmments and suggestions and indicate
the need for an Agency-wide policy for individual career
planning.

The following basic principles must be considered in the
development of policies and procedures for individual career
planning:

(1)

(2)

(33

An Individual Career Plan

DEFINITION: An Individual Career Plan is a documented
description of en employee's proposed career
activities for an appropriate specified
period znd serves as a guide for future
personnel actions affecting him.

DESCRIPTION: An Individual Career Plan should be com-
patible with the employes's current and
prospective capabilities and the needs of
the Agency and, insofar as possible, with
his career interssts. o
A Plan may include proposals for retention
in present position, for reassigmment, or for
training. Such proposals may be specific or
general in terms of time and place. Although
reassigrment snd formel training msy be pro-
posed in a Plan, the function of individual
career plamning does not imply that such
actions are inherent or required for career
Drogression.

Suparvisors and officials assisting in the preparation of
individval career plans or reviewing specific proposals
for futurs personnel sctions must ensure that the real
needs and potential of the individual are coordinated with
the present and future requirements of the Agency.

Specific proposals for reassigrment end training included
in Plans are not to be considered as commitments on the
part of the individual or the Agency. The expression of
the individual's career interests and preposals made in
plans are guides for future major personnel and training
actiong affecting the individual and must be subsequently
considered by officials when approving such actions. This
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SUBJECT: TIodividunal Career Planning

48 not intendsd to restrict desirable flexlbility of actlion
but rather to ensure that major actions which deviate from
the proposals in an individual's plan are taken after seriocus
consideration of all pertinent factors. In line with this
requirement, individual career plans should be made a part

of an official record (i.e., placed in the individual's
0fficial Personnel Folder) so they are available to all
offictals responsible for initiating and approving subsequent
pergornel setions.

(%) The preparation of Plans for all employees in the Agency is
not practical or necessary. Howover, formal exclusion of
“individuals or groups from career plaming activities 1s
undesirable and could easily cause a major morale problemn.

Tn order that ineguities would not be set up, an Agency
career planning policy should not exclude any employee or
group of employees. The individusl career planning program
should be directed initially to certain groups or categories
of peraonnel since the work load will initlally be large.
Selective criteris must be established to determine what
groups would be required to have career plans. Factors such
a3 age, grade, length of service in the Agency. and needs of
the Agency would be considered in establishing priorities for
processing plans. The practice of directing the individual
career planning function initlially to persons in recognizable
priority groups would get the program under way in the Agency
on & gradual and realistic basis, with the objective of even-
tually establishing individual carger planning as a necessary
personnel. management practice for all career amployees.

e. An Agency form for the preparation of Individual Careesr Plans to
be aged by all Caveer Services is necessary to standardize the
funetion of caveer planning for individuals. Varlous forms are
currently being used in the Agency. Coples of some of these forms

are attached as Appendix &. MNost of them provide for the entry of
blographic data items as well as proposals for future personnel
actions for the individual concerned. It is thought that these
forms do not include sufficient background data to provide a basis
for determining future plang for the individual. They would neces-
sarily have to be supplemented with a blographle brief or informa-~
tion from the Offieisl Persomnel Folder. The proposed form, "Career
Plan® attached as Appendix B is a one-page sheet confined to infor-
mation on the career interests of the individual and proposals for
his future assigoments and training. Space is provided for the
comnents of officlals concerned in the career planning of the indi-
vidual. Uniform administrative procedures can be developed once
thers is a standard form for individual caresr planning in vse
throughout the Agency.
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PROPOSED ADDITIONS TO STAFF STUDY,
" INDIVIDUAL CAREER PLANNING,® DATSD 12 APRIL 1956

Add to paragraph 4 DISCUSSION the following:

f. There has been much concern over the fact that career
planning is so commonly considered to be rotation and
that if an individual prepares a plan, it means that
sometime in the predictable future he moves some place.
This misconception of career planning can be corrected
by proper counseling on the part of supervisors. It
would be normal if more than fifty percent of the plans
prepared were to propose retention in present assign-
ments for the immediate future. Fmphasis must be placed
on the fact that career planning is a personnel manage-
ment procedure to provide for better utilization of man-
power - first for the greatest benefit to the Agency and
second for the greatest benefit to the individual. The
object in preparing a career plan is to project the .
activitiss of an individual in order to direct and
stabilize his planning for the future and to encourage
him to give serious consideration to his skills, interests,
aptitudes and performance in relation to the needs of
the Agency. A plan prepared within the framework of these
objectives serves as an incentive for the individual to
do better work in his present assignment and recognizes
that the development of a career is predicated from the
beginning upon the individusl's performance, consistent
endeavor, and potential.

Aditoperagraph- CONCLUSIONS the—£oltowing:

a. Individual Career Planning 1s a necessary personnel
management procedure which provides guides for future
persormel actions for individuals in order that job
continuity and better utilization of manpower in the
Agency may be effected.
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The—foitoring conetusions—areformueated:

An Agency policy on individuel career planning which provides
guldancs to the Heads of Career Services for the parformence
of their caresr planning function should be established. In
order to wffect uniformity in all the Career Services, the
foliowing principles for making and imolemeniing career plans
for amployees should be approved as Agency policy:

(1)

{2}

3

th)

(5)

(6)

Individual Caresr Plans should be eventuwaily required for
all membera of the CIA Career Staff exsept supergrade smployees.

Individual Career Plans may be prepared for suy staff employee
or staff agent, if in the opinion of the individual or his
superviser the documentation of a2 plan for the individusl is
required or desirable.

Individual Career Plans for persons presently in grades GS-1l
and 0S5-12 should be given first priority by the respective
Carser Services in detarmining the sequence for processing
plans, d

Individual Carser Plans should be filed, subsequent to review
by appropriate officials, in the Official Personnel Folder of
the individuwal concerned-

The Individusl Career Plan, along with the annual Fitness
Report, should be subsequenily consideraed in comnection with
tha approval of major personnel and training actions sffacting
the individual.

A major vhange in status, such as reassignment, promotion,
change in duty between headquarters and field, should trigger
the review and extension of a Plan

Tha abtachad Porm "Career Plan" (ses Appendix B) should be wused as
a medel in developing the basic individual career planning document
ior ali Career Services,

The following pgeneral responsibilitles and procedursa for the
praparation and review of Individual Career Plans gnould be followed
in a1l Caresr Services:

(1)

The Heads of Carser Services will be rxesponsible for initlating
the preparation of Individual (erear Plans for members of their
Service.

(veviaed)
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{2) Operating Officials will ensure that immediate supervisors
or other sppropriate officials work in collaboration with
the individunals concerned and the appropriate Career Manage-
ment Officers in the preparation of the Plans,

(3) Heads of Career Services will ensure that Career Boards,
Panels, or apvropriate Senior Officials review all Individual
Career Plans.

(4) The original of the Individual Career Plan, subsequent to
review and endorsement by appropriate supervisors and officlais,
will be shown to and noted by the individual concerned,

(5) Heads of Career Sorvices will ensure that the original of the
. Individual Career Plan, when appropriately endorsed, 1s forwarded
to the Office of Personnel for inclusion in the individual's
Official Persommel Folder. A copy of the Plan will be retained
by the Career Service responsible for career planning for the
individoel. ,

{6) Proposals for changes in a Plan mey be initlated by the
individnuzl or the Head of his Careser Sarvice any time
subsequent to the initial preparation of the Plan. Iajor
changes or revisions will be subject to the same review
as is required in the processing of the original Plan.

6., BECOMMENDATIONS:
I is recommended that:
a. The conclusions in paragraph 5 be approved.

b. An Agency Regulation on Individual Careér Plenning be prepared by
the Director of Personnel and sutmitted to the Council for approval.

¢. The Council schedule a speclal mesting to which the Heade of
Career Servicesz and Operating Officials are invited to discuss
the implementation of the Individual Career Planning Program.

25X1A9a
FOR THE DIRBECTOR OF PERSONNEL:

Deputy Diréctor of Personnel
for Planning and Development
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